
FY 2007 On-Line Carl Perkins Basic Grant Application Process 
 
 
1. Go to the ADE Grants Management Home Page at 

http://www.ade.az.gov/gme/ 

 
2. Click on On-Line Applications 
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http://www.ade.az.gov/gme/


3.  Click on the ADE Common Logon 

 
4.  Enter the user name and password at the Common Logon 
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5.  Click on Grants Management 
 

 
 
6. Click on On-Line Applications 
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7.  This screen shows the Applications in Progress.   Scroll to the bottom of the 
screen and click on Create New Application 

 
 
 
 
 
 
 
 
 
 
NOTE:  If you or your district has already started working on the 2007 CTE Basic 
Grant, scroll to 2007 Career and Technical Education Basic Grant and click 
on the blue application name.   
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8.  Select the 2007 Career and Technical Education Basic Grant application 
and scroll to the bottom of the page and select Continue.  
 

 
    
NOTE:  Do NOT select Career and Technical Education Postsecondary Basic 
Grant. 
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9.  On Application Option Page, verify you are in the correct application (2007 
CTE Basic Grant) and select Create New Application 

 
 
10.  For Program Assurances, click on I Agree to assure district will comply. 
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11.  You are now ready to work on the application.  Click on a word link to the left 
under Vocational Education Basic Grant Information to fill out or edit a page.   
 

 
 
 
12.  The Arizona Career and Technical Education page addresses the 
Program and Fiscal Assurances.   
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13.  Scroll down to the drop down box for both program and fiscal assurances. 
Select District Agrees for both.   

 
 
14.  When you are finished filling out or correcting a page, click the Save Page 
button at the bottom of each page.  The Reset Page button would be used if you 
want to clear the entire page and start over.   If you do not hit Save Page, all 
the information you input will be lost.   

 
 
15.  If you try to save a page and have not completed a required field, you will 
receive a warning message. 
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16.  Once a page is saved, the icon on the left is filled in  instead of left 
blank.   
 

17. Repeat the same process for Goal List by selecting District Agrees. 
 
 
18.  The purpose of the Notification of Intent (NOI) page is for the LEA to inform 

ADE of new programs with a NOI, programs the LEA will no longer offer or 
new programs that could not be offered.  Check the appropriate block(s) in 1 
and complete 2 and 3 as needed either with specific information or by 
entering “Non-applicable”. 
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19.  For Local VTE Plan Part A, select the appropriate block(s) that describe the 
delivery of Level I competencies.  If the district is implementing Career 
Exploration, select “will no longer be taught” for Level I.   All LEAs must answer 
the Career Exploration question before continuing and follow the instructions. 

 
20.  For Local VTE Plan Part B, check the box to indicate the coherent 

sequence has been edited and updated and ADE CTE has been informed.   
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21.  Now you are ready to work on the goals.  You must develop at least one 
objective for each goal.  Each goal has sample objectives with measurable 
outcomes and evaluation methods that can be used as a template to create, 
adapt or copy and paste into the appropriate boxes below on each page.   

 
Answer questions 1-10 thoroughly for each goal (see sample on page 5-12) 

1. Identify the Goal Number and Objective Number 
2. Choose Regular BG Objective or PIR (program in review) objective. 
3. Is objective district wide or site specific? 
4. List sites if applicable or “non-applicable” for district wide. 
5. Select all programs affected by the objective. 
6. If this is a PIR, check objective area to be addressed or check “non-

applicable”. 
7. Copy and paste a sample objective or create your own.   Include only 1 

objective per page. 
8. Copy and paste the sample measurable outcome for the objective.   
9. Copy and paste the evaluation method for the objective. 
10. Check the Perkins funds that will be used to address this objective.  Check 

all expenditure categories that apply or “None of the Above” if funds will 
not be used to support this objective. 

 
Save the page. 
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22. 
 
 

 
 
 

If you are creating another objective for the same goal, select the same 
goal number again.   

This    shows the Goal has been completed. 
 
23.  When you have created an objective for each goal, scroll down to the 
financial data.  Select Contact Information and fill in the blanks.   
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24.  For the financial budget, select Line Items first.   Input the dollar amount for 
each function code/object code.  The dollar amount entered must equal the 
district basic grant allocation to the exact amount.  If you are unsure of the codes 
to use, refer to expenditure guidelines or discuss with your basic grant specialist.  
Note:  Every budget line item expenditure must be supported by one or 
more goals.   
 

 
 
 
 
25.  Select Line Items Description.  For each line item with a dollar amount, 
include a detailed description of the expenditure.  The page cannot be saved 
unless a description appears in each box.   
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26.  Select Capital Outlay.  The amount allocated in the budget will appear at 
the top of the page.  List capital outlay items separately.   Include quantity, cost 
per unit, detailed description, and the purpose for the item (what program, site, 
etc).  Select Save button and it will calculate the total in the column at the right.   
 

 
 
27.  When you are finished with all required pages, click on the Summary & 
Submit link to review all the data you entered.  If you receive a validation 
message as shown below, correct the errors and click on Summary link again. 
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28.  When the errors are corrected, select Summary & Submit again.  The 
entire project is ready to review.  If you need to make any changes, click on the 
corresponding link on the left to modify a page.  Save changes and select 
Summary & Submit again. 
 

 
29.  Scroll to the very bottom of the Summary & Submit page and select Submit 
Application.  This sends the application electronically to ADE.  You will receive a 
receipt that says it was successfully submitted.  Please note:  Users with 
limited permissions will not receive the Submit button.   
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30.  If you wish to return to the process later without submitting, select the Exit 
Application link to get out of the application.    

 
 
 
Final Tips: 

 You are allowed no more than 60 minutes per page, therefore, save data 
frequently.  If you time out, re-enter the process from the selection page. 

 Save each page, before you select another page.  If you forget to save a 
page, you will receive the prompt below.   

 

 
 

 Contact your Basic Grant Specialist with any program or grant questions.   
 Contact the Grants Management office with technical grant questions.   
 The 2007 Career and Technical Education Basic Grant is due 

Monday, October 2, 2006 (the 1st is on a Sunday). 
 See the next page for an option for submitting your application. 
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Arizona Department of Education 
FY 2007 Carl Perkins Basic Grant Application Workshop 

 
OPTION for your Consideration in Developing and Submitting your 

2007 Basic Grant Application 
 
In an effort to speed the processing of your 2007 Basic Grant, you may consider 
working on developing your 2007 Basic Grant Application prior to receiving 
your allocation amount. 
 

Here is how it works! 
 

1. You would develop your objectives (using your most current performance 
measures data) and budget pages (using 1% less than last year’s 2006 
Basic Grant allocation amount) as the basis for planning your proposed 
budget for your 2007 Application. 

 
2. You would then submit your completed application on-line as you 

normally do so your BG liaison may begin the review process. 
 
3. Your BG liaison would then review both the proposed budget and 

objectives as we normally do and (if necessary) return it to you for 
corrections, additional information, etc. 

 
4. Once the Application is in substantially approvable form, it will then be 

held by ADE until the District has been notified of your actual 2007 
Basic Grant Allocation amount.   

 
5. ADE would then send your Application back to you in order for you to 

adjust the budget pages to reflect your actual 2007 Basic Grant 
Allocation amount. 

 
6. You would then re-submit your application to ADE for final approval.  

(Final approval of your 2007 Basic Grant will be contingent upon receipt of 
the annual Local Program Evaluation and Monitoring Document for your 
2006 Basic Grant.) 

 
We anticipate this process would greatly assist in your planning efforts and 
reduce the turn around time so you can access your approved funding in a 
timelier manner. 
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